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*  Analyzes bills and amendments for fiscal impact and produces fiscal notes
*  Tracks and provides reports on bills that are pending placement or are on the Special Appropriations Table and the Special Highway Table

Fiscal Monitoring, Analysis and Reporting
»  Provides regular reporting on budgeted and actual fund balances, revenue performance, cash balances and spending of major state programs
*  Responds to inquiries from legislators, legislative staff and the general public regarding the financial position of the State and state programs
*  Tracks and reviews the many reports required to be provided to the Appropriations and Taxation Committees by various departments and agencies
*  Assists the Appropriations Committee in fulfilling its statutory obligation to review certain financial orders generated by the executive branch and approved by the
Governor

Major Publications
*  Compendium of State Fiscal Information (updated annually)
*  Summary of Major State Funding Disbursed to Municipalities and Counties (updated annually)
*  The Budget Process (updated periodically)
*  The Fiscal Note Process: An Overview (updated periodically)

6. Office of Legislative Information Technology
Floor 2%, Room 262, State House
287-1625, fax 287-2557

Nicholas M. Rende, Director

The Office of Legislative Information Technology (LIT) is a nonpartisan office responsible for the technology infrastructure for the Legislature and for providing equipment,
maintenance and technical help for all legislative offices, staff and legislators.

Functions and Services

Networking, Security and Internet
*  Provides and maintains networking and server infrastructure, including firewalls and backup systems
*  Provides and maintains secure Internet infrastructure
*  Provides access to web and legislative information and systems, including audio and video broadcasts of legislative proceedings
*  Provides and maintains wireless access (public, non-secure WiFi hotspots identified as “LegisAir” and a private, secure connection identified as “SH-Legis” for staff
and members only) in the legislative offices, chambers, committee hearing rooms and public spaces in the State House, on the second floor of the Cross Building and
in the Cross Café

Computing Services
*  Provides and maintains network security, logon credentials, antivirus, desktop and laptop computing and both wired and wireless printing
*  Develops, acquires and maintains software solutions used in support of the Legislature and legislative process
*  Provides computers in each of the legislative retiring rooms exclusively for legislator use and provides login credentials at the start of session
*  Provides and maintains email archiving and retrieval system
*  Maintains nightly backups and supports off-site full disaster recovery site for legislative systems and data
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Email and Protection Services
*  Provides electronic mail services and maintains virus and spam protection for all legislator and staff email

Audio and Video Broadcasts
*  Supports the broadcast of audio and video from both chambers and audio from the committee rooms of legislative proceedings over the legislative network and the
Internet

Telecommunication Technology
*  Provides and maintains telephone services in State House and associated areas

7. Law and Legislative Reference Library
Room 204, State House
287-1600, fax 287-6467
http://legislature.maine.gov/lawlibrary/

John R. Melendez-Barden, Director
Jessica Van Buren, Deputy Director

The Law and Legislative Reference Library serves the public interest by providing legal and governmental information services to state government entities, the legal community
and the public.

Functions and Services Legislative and Statutory History
*  Tracks prior attempts to enact Maine legislation on specific topics
*  Researches changes in statutes over time

State House Information
*  Maintains records of legislators’ service
*  Provides access to current State House-related news through the Front Page news service

Issue-Related Research
*  Provides background information on policy issues and other states’ legislative actions
* Identifies and obtains books, reports, studies and articles
*  Provides prompt and confidential responses on a wide range of reference topics

Constituent and Patron Services
*  Responds on legislator’s behalf to constituent questions
*  Facilitates access to online resources
*  Provides instruction and assistance with information technologies
*  Assists with recreational reading or listening needs, including interlibrary loan

C. OFFICE OF PROGRAM EVALUATION AND GOVERNMENT ACCOUNTABILITY

Office of Program Evaluation and Government Accountability
Room 104/105, Cross Building
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Director

The Office of Program Evaluation and Government Accountability (OPEGA) is an independent, nonpartisan legislative office established and governed by 3 MRSA §§991-
1001. With a focus on effectiveness, efficiency, accountability and economical use of resources, OPEGA conducts independent, objective reviews of state agencies, programs and
activities to support the Legislature in monitoring and improving the performance of state government. OPEGA serves, and is overseen by, the Government Oversight Committee
(GOC) that reviews and approves the office’s annual work plan, directs the office to conduct program evaluations and receives reports produced by the office.

Functions and Services

Performance Audits, Program Evaluations

*  Conducts independent and objective performance audits, evaluations and assessments of state agencies, programs and activities; reviews other entities receiving
public funds administered by the State or expending private monies for public purposes

*  Produces and presents final written reports of performance reviews and program evaluations which detail findings and results and may offer recommendations for
improvements

*  Monitors the status of government actions taken in response to report findings and recommendations

*  Reports on the status of those actions to the GOC and other policy committees as directed or required by statute

*  Assists the committee in initiating action when the committee determines the response has been inadequate

Special Projects
*  Assists joint standing committees, special task forces and other committees established by the Legislature by providing expertise in performance auditing and

program evaluation

Committee Staffing
*  Provides direct staffing to the Government Oversight Committee, with the office’s administrative secretary serving as the committee clerk

*  Coordinates committee meetings, including preparing meeting materials and providing requested research
*  Assists in the development of committee processes and procedures
*  Provides thorough, public presentations of OPEGA reports

Major Publications
*  Reports and information briefs from OPEGA performance reviews and program evaluations
e Annual reports on OPEGA activities and performance

D. SENATE AND HOUSE ADMINISTRATION

1. Secretary of the Senate
Room 327, State House
287-1540, fax 287-1900

https://legislature.maine.gov/senate/office-of-the-secretary-of-the-senate/9339

The Secretary of the Senate is the chief administrative officer of the Senate. Elected by the Senate at the beginning of each biennium, the Secretary performs a variety of
tasks necessary for the efficient operation of the Senate. Among other duties, the Secretary keeps a journal of proceedings and a verbatim record of floor debate; prepares the Advance
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Journal and Calendar of the Senate; reads bills, messages and documents; is responsible for all papers, bills and documents in possession of the Senate; and transmits messages and
papers to the Governor, the Clerk of the House and the Secretary of State. The Secretary also maintains a record of votes and other actions by the Senate.

Aided by the Assistant Secretary of the Senate and staff, the Secretary performs a variety of additional duties, including selecting and hiring office staff and maintaining
personnel files, ordering necessary equipment and supplies, supervising the work flow of the office, providing information for individual senators and supervising the printing of all
Senate papers. The Secretary approves expense reimbursement vouchers for officers and employees of the Senate.

The Secretary, in conjunction with the Clerk of the House, is responsible for suggesting committee references for bills. The Secretary also processes the various nominations
by the Governor that require Senate confirmation.

Additional staff, appointed by the President of the Senate and supervised by the Secretary, also serve the Senate: a sergeant-at-arms, chamber staff and daily honorary pages.

2. Clerk of the House
Room 300, State House
287-1400, fax 287-1456
https://legislature.maine.gov/house/house/StaffProfiles/Index/2

The Clerk of the House is the chief administrative officer of the House of Representatives. The Clerk is elected by House members at the beginning of each biennium.
Among other duties, the Clerk keeps a journal of House proceedings; reads bills, messages and papers before the House; notifies committees of their member- ship and refers business
to them; certifies expense reimbursement vouchers for the officers and employees of the House; has charge of all papers and documents in the possession of the House; and transmits
messages and documents to the Governor and Secretary of the Senate.

The Clerk, in conjunction with the Secretary of the Senate, is responsible for suggesting committee references for bills. They also jointly edit the House and Senate registers.
The Clerk’s office keeps copies of each House roll call vote and directs all House printing. In addition to preparing each day’s House Calendar and the House portion of the
Legislative Record, the Clerk issues the Weekly Legislative Report which lists all bills printed and all bills enacted. The Weekly Legislative Calendar, which is published year-round,

lists meetings of legislative committees, commissions and other groups of interest to legislators.

The Clerk schedules school bands for concerts before the convening of House sessions. The Clerk also schedules the services of a member of the clergy to provide an
opening prayer on each day of the session. The Clerk is assisted by the Assistant Clerk, who is also elected by the House.

Additional staff also serve the House: a sergeant-at-arms, an assistant sergeant-at-arms, a document clerk (who serves all legislators and the public), two doorkeepers, a
House reporter, a courier, five pages and daily honorary pages. Each of these positions is filled by appointment of the Speaker of the House, unless the House otherwise directs.
E. OTHER STAFF SERVICES
1. Leadership Office Staff
3rd and 4th floors, State House

Office of the President of the Senate 287-1500
Office of the Speaker of the House 287-1300

Senate Democratic Office 287-1515
Senate Republican Office 287-1505
House Democratic Office 287-1430
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House Republican Office 287-1440

The President, the Speaker and the floor leaders of both houses hire staff to assist them in their legislative and partisan functions. Partisan staff provides a variety of services to the
legislative members of the respective parties, including:

*  Assisting with constituent services that involve issues related to state government;

*  Producing press releases and newsletters, arranging media interviews and providing media training;

*  Assisting in developing and presenting legislation, including gathering information, conducting research and preparing testimony;
*  Monitoring legislation; and

*  Providing research for committee review of gubernatorial nominations.

The President and the Speaker may also employ legal counsel to aid them in their review of legislation.
2. Committee Clerks

Committee clerks are session employees who provide general administrative support to each joint standing and joint select committee of the Legislature. Clerks are appointed
by and serve at the pleasure of the presiding officers, with the agreement of the committee chairs. The Legislative Information Office organizes, coordinates, supports and oversees
the work of the committee clerks.

Committee clerks are responsible for scheduling rooms for public hearings and other committee meetings, preparing public notices for upcoming public hearings and
committee work sessions, keeping lists of persons who provide testimony at hearings, maintaining custody of a committee’s bills from the time the bills are referred to committee
until the bills are reported out of committee, obtaining the signatures of committee members on “jackets” of committee reports and performing other administrative services for the
committee chairs and committee members.

The mailing address for all joint standing committees and committee clerks is 100 State House Station, Augusta, Maine 04333. Contact information for individual committee
clerks is available at http://legislature.maine.gov/committee/#Committees.

F. NATIONAL RESOURCE ORGANIZATIONS

The National Conference of State Legislatures (NCSL) and the Council of State Governments (CSG) are both prominent national organizations that serve as resources for
state legislatures and state governments. The Legislature is a member of both organizations.

1. National Conference of State Legislatures

The National Conference of State Legislatures is funded by all 50 states, and the legislators and legislative staff of each state are entitled to use its services. NCSL provides
information, technical assistance and, at the federal level, lobbying services.

NCSL’s Washington, D.C. office, which specializes in state/federal relations and congressional relations, may be reached at 202-624-5400. NCSL’s Denver, Colorado
office, which specializes in activities in the states, may be reached at 303-364-7700. News and information about NCSL and links to state government sites may be found at

www.ncsl.org.
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NCSL publishes several periodicals including the following: Capitol to Capitol (issued every two weeks, focuses on current state and federal issues and state events); State
Legislatures (published monthly, describes major issues that confront state legislatures); Legislative Guide (in-depth guide to specific issues); and Legisbrief (publication appears
about four times per month. Each brief is a one-page summary of a timely issue and its status in the states). The Law and Legislative Reference Library collection includes NCSL
reports and a current index of Legisbrief titles.

2. The Council of State Governments

The Council of State Governments is an information agency created and supported by all state legislatures. CSG conducts research on state programs and issues, maintains
an information library, assists in state and federal relations and helps coordinate state and regional cooperative efforts. CSG headquarters is in Lexington, Kentucky, and may be
reached at 859-244-8000. The eastern office of CSG is in New York City and may be reached at 212-482-2320. The CSG website is www.csg.org/.

The CSG publishes a number of books and periodicals including: The Book of the States (biennial work contains many tables of information about state government and
essays on current issues); directories (three directories are published every two years covering state elected officials, state administrative officers and state legislative leadership and
staff); State News (monthly publication provides news and discusses issues of interest to state government); and Suggested State Legislation (annual publication identifies
contemporary policy issues and emerging trends in state legislative proposals). The Law and Legislative Reference Library collection includes selected CSG publications.

G. ADDITIONAL REFERENCE MATERIALS
The reference materials outlined below may also be useful to legislators.
1. Laws, Administrative Rules

a. Maine Revised Statutes Annotated (MRSA) and Maine Revised Statutes Compact Edition (without annotations)

Published by: Thomson Reuters (in cooperation with the Office of the Revisor of Statutes)

Contains: Codified version of all statutes currently in force in Maine, the Maine and U.S. Constitutions, notes on court decisions and other annotations included in the MRSA

Availability: Law and Legislative Reference Library, most staff offices, leadership offices, Office of the Clerk of the House, Office of the Secretary of the Senate and many
committee hearing rooms (codified but unannotated version of the statutes and the Maine Constitution is also available at http://legislature.maine.gov/)

Purchase: Legislators may purchase (at cost) a set of unannotated or annotated Maine Revised Statutes through the Office of the Executive Director

b. Laws of Maine (each session)

Compiled by: Office of the Revisor of Statutes

Contains: Public laws, private and special laws, constitutional resolutions, resolves, select joint resolutions and other significant legislative papers passed each session

Availability: Distributed to legislators and, at cost, to subscribers; historical runs are available from the Law and Legislative Reference Library; Laws for sessions dating back to
the 117th Legislature are available at http://legislature.maine.gov/ros/LawsOfMaine/ #Law and Laws for sessions dating back to 1820 are available in the Law and Legislative
Reference Library’s collection at http://www.maine.gov/legis/lawlib/lldl/open.htm

¢. Maine Department and Agency Rules

Compiled by: Secretary of State

Contains: All state agency and department rules

Availability: Secretary of State’s website at http://maine.gov/sos/cec/rules/rules.html: Notices of proposed rules are distributed by the Office of the Executive Director to
applicable joint standing committees

47


http://www.csg.org/
http://legislature.maine.gov/
http://legislature.maine.gov/ros/LawsOfMaine/#Law
http://www.maine.gov/legis/lawlib/lldl/open.htm
http://maine.gov/sos/cec/rules/rules.html

2. Directories

a. Senate and House Registers

Edited by: Secretary of the Senate and Clerk of the House

Contains: Maine Constitution; directories of Senate, House, committees, staff and leadership; Joint, Senate and House Rules; phone numbers; members of State House Press;
Legislative Code of Ethics

Availability: Distributed early in the First Regular Session; previous editions available for reference in the Law and Legislative Reference Library

b. Maine State Telephone Directory
Contains: Electronic version of the tele phone directory for State Government, including departments

Availability: https://www.maine.gov/phone/

c. State House Station Directory

Compiled by: Department of Administrative and Financial Services, Division of Purchases

Contains: Alphabetical listing of station numbers (mailing addresses) used for correspondence with state agencies
Availability: https://www10.informe.org/portal/government/state-agencies.php

d. Maine Municipal Directory
Compiled by: Maine Municipal Association
60 Community Drive
Augusta, ME 04330
Contains: Annual directory of municipal officials, regional planning commissions, community action agencies and county officers
Availability: Law and Legislative Reference Library, Office of the Clerk of the House and Office of the Secretary of the Senate

e. Maine Register
Compiled by: Tower Publishing Co.
588 Saco Road
Standish, ME 04084
Contains: Directory of federal, state and government officials; clubs; associations; societies and organizations; businesses; and manufacturers
Availability: Law and Legislative Reference Library, Office of the Secretary of the Senate and Office of the Clerk of the House

3. Reports, Information

a. Legislative Digest of Bill Summaries and Enacted Laws

Compiled by: Office of Policy and Legal Analysis and Office of Fiscal and Program Review

Contains: Summaries of bills considered by the Legislature arranged by committee; includes summaries of bills and resolves, amendments adopted and the law or resolve if
enacted or passed

Availability: Office of Policy and Legal Analysis and its website at http://legislature.maine.gov/opla/;Office of Fiscal and Program Review and its website at

http://legislature.maine.gov/ofpr/

b. History and Final Disposition

Compiled by: Legislative Information Office

Contains: Summary of the history and final disposition of all legislative documents in each session

Availability: Distributed to legislators following each session; Legislative Information Office website at http://legislature.maine.gov/lio/; back issues available from the Law and
Legislative Reference Library
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c¢. Compendium of State Fiscal Information

Compiled by: Office of Fiscal and Program Review

Contains: Annual expenditures, revenues, comparisons and tables of the General Fund, Highway Fund and special revenue funds as well as tax and revenue sources
Availability: Office of Fiscal and Program Review and its website at http://legislature.maine.gov/ofpr/; Law and Legislative Reference Library

d. Summary of Major State Funding Disbursed to Municipalities and Counties

Compiled by: Office of Fiscal and Program Review

Contains: An historical analysis of state funding that is disbursed to municipalities and counties

Availability: Office of Fiscal and Program Review and its website at http://legislature.maine.gov/ofpr/; Law and Legislative Reference Library

e. Maine State Government Annual Report

Compiled by: Department of Administrative and Financial Services

Contains: Organization charts, appropriations, program information, publications and histories of all branches and agencies of state government
Availability: Distributed for current biennium; past editions in Law and Legislative Reference Library and some staff offices

f. Articles, Clippings (various subjects)

Collected by: Law and Legislative Reference Library; Maine State Library
Contains: Articles and clippings on items of general legislative interest
Availability: Law and Legislative Reference Library; Maine State Library

g. Study Reports

Compiled by: Office of Policy and Legal Analysis and Office of Fiscal and Program Review

Contains: Findings and recommendations of studies assigned to legislative committees and commissions

Availability: Office of Policy and Legal Analysis and its website at http://legislature.maine.gov/opla/; Office of Fiscal and Program Review and its website at
http://legislature.maine.gov/ofpr/; Law and Legislative Reference Library; Maine State Library

4. Periodicals, Publications

a. Weekly Legislative Calendar

Compiled by: Clerk of the House

Contains: Schedule of meetings of interest to legislators, notices and committee meetings and hearings during the period between sessions
Availability: Distributed weekly; online at http://legislature.maine.gov/house/ wliclist.htm

b. Weekly Legislative Report

Compiled by: Clerk of the House

Contains: List of bills recently printed or laws enacted

Availability: Distributed weekly during session; online at http://legislature.maine.gov/house/wlr_list.htm

c. Fiscal News

Produced by: Office of Fiscal and Program Review

Contains: News and information about state fiscal matters

Availability: Distributed by the Office of Fiscal and Program Review and its website at http://legislature.maine.gov/ofpr/

5. Other Materials of Interest
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a. Maine Legislative Drafting Manual

Produced by: Office of the Revisor of Statutes

Contains: Specific instructions and examples for drafting various legislative documents and general back- ground information on many aspects of the legislative process
Availability: Office of the Revisor of Statutes and its website at http://legislature.maine.gov/ros/

b. The Fiscal Note Process: An Overview

Produced by: Office of Fiscal and Program Review

Contains: A summary of the fiscal note process, the implementation of the State Mandate Law, the Special Appropriations Table and the Special Highway Table, and the
relationship of the fiscal note process to the budgetary and revenue forecasting processes

Availability: Office of Fiscal and Program Review and its website at http://legislature.maine.gov/ofpr/

c. Budget Process

Produced by: Office of Fiscal and Program Review

Contains: Overview of budget process, including formulation, legislative review, budget monitoring and adjustments
Availability: Office of Fiscal and Program Review and its website at http://legislature.maine.gov/ofpr/

d. List of Registered Lobbyists
Compiled by: Commission on Governmental Ethics and Election Practices
Availability: Commission on Governmental Ethics and Election Practices 287-6221 or online at https://lobbyist.mainecampaignfinance.com/PublicSite/Homepage.aspx

e. The Maine State House: A Brief History and Guide

Authors: Earle G. Shettleworth, Jr., and Frank A. Beard

Publisher: Maine Historic Preservation Commission

Contains: Historical overview and self-guided tour of the State House

Availability: Law and Legislative Reference Library and various other locations in the State House

f. Presidents of the Maine Senate from 1820 (1979)

Author: James H. Mundy

Contains: Portrait and biography of each Senate President since Maine became a state

Availability: Law and Legislative Reference Library, Maine State Library and Office of the Secretary of the Senate

g. Speakers of the Maine House of Representatives from 1820 (1981)

Author: James H. Mundy

Contains: Portrait and biography of each Speaker of the House since Maine became a State

Availability: Law and Legislative Reference Library, Maine State Library and Office of the Clerk of the House

h. Senate Journal
Contains: Record of actions taken by the Senate
Availability: Office of the Secretary of the Senate and Law and Legislative Reference Library

i. Senate Legislative Record

Contains: Verbatim record of Senate actions and debate
Availability: Office of the Secretary of Senate; Law and Legislative Reference Library and on line at http://www.maine.gov/legis/lawlib/lldl/legisrecord.htm
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j- House Journal and House Legislative Record
Contains: Record of actions taken by the House and verbatim record of House actions and debate
Availability: Office of the Clerk of the House; Law and Legislative Reference Library and on line at http://www.maine.gov/legis/lawlib/lldl/legisrecord.htm

6. Internet Resources

a. Maine State Government Website
Contains: Links to many agencies and other Internet sites related to State Government
Availability: http://www.maine.gov/ and through computers in the Law and Legislative Reference Library

b. Maine Legislature Website
Contains: Links to legislative offices, bill status, publications and schedules

Availability: http:/legislature.maine.gov/
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PART IV
CONSTITUTIONAL OFFICERS AND STATE AUDITOR

There are three officers of State Government established in the Maine Constitution: the Attorney General, the Secretary of State and the Treasurer of State. However, the
term “constitutional officer” is often used to refer to another officer of State Government, the State Auditor, because the selection process for the State Auditor is similar to that of
the constitutional officers and the State Auditor enjoys a similar status to those officers. The following briefly describes these officers and the process for electing them to provide a
basic understanding of the unique position of these officers in State Government.

A. THE ATTORNEY GENERAL

Pursuant to the Maine Constitution (Article IX, Section 11), the Attorney General is chosen biennially at the first session of the Legislature in joint convention by secret
ballot of senators and representatives. In the case of a vacancy, the Legislature elects a new Attorney General or if the Legislature is not in session, the Governor may fill the office
by appointment, subject to confirmation by the Legislature.

The Attorney General is the chief legal officer of the State and has wide-ranging powers to initiate, conduct and maintain actions necessary for the protection of public
welfare and individual rights. Specific statutory duties of the Attorney General include providing all legal services for state offices, agencies, boards and commissions unless otherwise
provided by law; appearing on behalf of the State in all civil actions in which the State is a party or interested in the action; and overseeing public charities (5 MRSA §191 et seq.).
Several state agencies, such as the Finance Authority of Maine and the Public Utilities Commission, have attorneys on staff and do not generally rely on the legal services of the
Attorney General. Legislators may also seek opinions from the Attorney General on issues raised by legislation.

B. THE SECRETARY OF STATE

Pursuant to the Maine Constitution (Article V, Part Second), the Secretary of State is chosen biennially at the first session of the Legislature in joint convention by secret
ballot of senators and representatives. In case of any vacancy, the Maine Constitution provides that the first Deputy Secretary of State shall act as Secretary of State until a successor
is elected by the Legislature.

The Secretary of State is required to maintain and preserve all records of all official acts and proceedings of the Governor, state agencies, the Senate and the House of
Representatives and administers state election laws. The Secretary of State’s office is the repository for important financial papers such as articles of incorporation and Uniform
Commercial Code filings. The State Archives are within the Department of the Secretary of State. All rules adopted by all agencies are required by the Maine Administrative
Procedure Act to be filed with the Secretary of State. The Secretary of State appoints notaries public and administers the laws relative to the registration of motor vehicles and the
licensing of motor vehicle operators.

C. THE TREASURER OF STATE

Pursuant to the Maine Constitution (Article V, Part Third), the Treasurer of State is chosen biennially at the first session of the Legislature in joint convention by secret
ballot of senators and representatives. In case of a vacancy, the Constitution provides that the Deputy Treasurer shall act as Treasurer until a new Treasurer of State is elected by the
Legislature.

The Treasurer of State oversees all funds in the State Treasury and manages the State’s funds in accordance with various statutory guidelines (5 MRSA §135). With the
concurrence of the State Controller or the Commissioner of Administrative and Financial Services, and with the consent of the Governor, the Treasurer of State may invest excess
money not required to meet current obligations.
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D. THE STATE AUDITOR

The State Auditor is not a Constitutional officer but is often referred to as such because the State Auditor is elected in a manner similar to the Constitutional officers.
Pursuant to statute (5 MRSA c. 11), the State Auditor is elected at the first session of the Legislature in joint convention by secret ballot of senators and representatives for a term of
four years. In the case of a vacancy, the President of the Senate appoints a successor or, if that office is vacant, the Speaker of the House appoints a successor, until a new State
Auditor is elected by the Legislature.

The State Auditor’s duties include performing audits of all accounts of State Government, county governments and, under certain circumstances, municipal and quasi-

municipal governments; reviewing departmental budgets and capital programs for efficient management; and serving as a staff agency to the Legislature or any legislative committee
for the investigation of any phase of the State’s finances. The Office of the State Auditor also includes the position of fiscal administrator for the unorganized territories of the State.
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PART V
GLOSSARY

The following terms are commonly used in the legislative process in Maine. References to rules are to the rules adopted by the 129th Legislature.

act: A bill passed or enacted by both chambers that becomes a public law or private and special law. An act does not include resolves, constitutional resolutions, orders or other
papers.

adhere: A parliamentary action whereby, in response to conflicting action on a bill by one chamber, the other chamber of the Legislature votes to stand adamantly by its previous
action. It is not proper for the adhering body to request a “committee of conference,” and a vote to adhere to a negative vote kills a bill. This motion is stronger than the motion to
“Insist” and is opposite of the motion to “recede.”

adjournment: The end of the legislative day. The time for reconvening is generally part of the motion to adjourn. A motion to adjourn is not debatable.

adjournment sine die: Literally, “adjournment without a day”; the final adjournment of the legislative session when legislative business has been completed.

after deadline bill: A bill, resolve or Constitutional resolution filed after the applicable “cloture” date. After deadline bills must be approved by a majority of the Legislative Council
before they may be introduced.

allocation: A legislative authorization to spend funds, other than from the General Fund (e.g., federal funds, funds in dedicated accounts), for a specific purpose (see also
“appropriation”).

amend: To alter or modify a law, bill or instrument.

amendment: A modification of the Constitution (“constitutional amendment”) or the modification of a legislative document. (“committee amendment,” “floor amendment,” “bill”
and “law”).

appropriation: A legislative authorization to spend funds from the General Fund for a specific purpose (see also “allocation”).
bicameral: Literally, “having two rooms.” The term is used to refer to Legislatures having two chambers.
biennium: The two-year cycle of a Legislature or the two-year period of the state budget.

EENT3

bill: A proposal for a law; strictly speaking, it refers only to proposed public or private and special laws. Other types of proposals include “resolve,” “resolution” and “constitutional

resolution.” Any such proposal is generally referred to as an L.D. or Legislative Document.

Blaine House: The residence of Maine’s Governors since 1920, named after James G. Blaine (1830-1893), presidential candidate, U.S. Secretary of State and Governor of Maine.
The Blaine House is located north of the State House on the corner of Capitol and State Streets.

body: One chamber of the Legislature; the term used in a floor debate to refer to the chamber where the debate is occurring (“this body”) or to the other chamber (“the other body™).

bond issue: Issuance of a certificate of indebtedness by a governmental entity in return for the money it borrows (see “certificate of participation,” “lease appropriation bond” and
“revenue bond”).
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budget: A financial plan to balance estimated receipts and other spending resources with authorized expenditures.
budget document: Governor’s publication of estimated receipts and proposed expenditures.

Budget Stabilization Fund: General Fund program to reserve funds to be used primarily to offset General Fund revenue shortfalls. The fund is capped at 18% of General Fund
revenue in the immediately preceding fiscal years (see 5 MRSA c. 142, §1532).

by request: Manner of introducing a bill or other proposal, indicating that the legislator sponsoring the proposal does so to honor the request of some person (e.g., a constituent).
Many proposals are in fact introduced on behalf of another person; the designation “by request” on a proposal generally implies that the sponsor is not a strong supporter of the
measure.

calendar: The agenda of each chambers; it is printed daily during the session and is also referred to as the Advance Journal and Calendar.

caucus: Conference of members of a legislative group, most commonly a political party, to decide on policies or strategies.

censure: Formal statement of disapproval made by the Legislature against one of its members.

Certificate of Participation (COP): Financing arrangement in which an entity enters into a commitment to lease equipment or facilities and to purchase the equipment or facilities
at the expiration of the term of the lease. The revenue stream for the payment of this debt instrument is subject to appropriation or allocation by the Legislature. This arrangement is

different from a lease-purchase agreement in that investors hold fractional shares of the lease.

chair: Presiding officer of a group. The chair of the Senate is the President; the chair of the House is the Speaker. Joint standing committees have both a House chair and a Senate
chair.

chamber: Either the Senate or the House of Representatives. (see “house” and “body.”)

Clerk of the House (“Clerk”): Chief administrative officer of the House of Representatives; elected by the members of the House. The clerk is responsible for preparing the calendar,
referring papers, taking votes, reading papers and performing other duties.

cloture: Deadline for submitting completed requests for bills, resolves and Constitutional resolutions to be considered in a legislative session.

code: A compilation of laws in force, arranged by subject matter. The Maine Revised Statutes Annotated (MRSA) is the codified version of Maine’s public laws. Within the MRSA,
there are codes relating to single subjects (e.g., the Uniform Commercial Code (UCC, Title 11), Maine Criminal Code (Title 17-A) and Maine Probate Code (Title 18-A)). The annual
volume entitled Laws of the State of Maine is not codified.

commit: Action whereby a bill reported out of committee is returned to that committee or to another committee for further consideration.

committee: A group of people delegated to examine a certain subject or certain proposals. Legislative committees can take several forms, but the term commonly refers to joint
standing committees.

committee amendment: An amendment of a legislative document proposed by all or part of the joint standing committee to which it was referred.

committee clerk: Administrative assistant to a committee who maintains custody of bills referred to the committee, prepares notices for committee hearings and work sessions and
reports bills out to the House or Senate after final committee action is taken.
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committee of conference: A legislative committee established pursuant to the joint rules and composed of three members of each chamber. The purpose of a committee of conference
is to attempt to reconcile differences between the chambers with respect to a proposal.

committee of the whole: The entire membership of a chamber when sitting as a committee.
committee report: A recommendation by a committee that some action be taken on a measure before the committee for consideration. Possible committee reports are:
*  Ought to pass;
*  QOught to pass as amended by committee amendment;
*  Qught to pass in new draft;
*  QOught not to pass;
¢ Refer to another committee; or
* Leave to withdraw.

communication: A letter or other written message made to one or both chambers and appearing in the calendar.

concur: Agree. When both chambers have acted similarly on a proposal, it is a concurrent matter; if different actions are taken, it is a nonconcurrent matter. A motion to recede and
concur calls for that chamber to agree with the action taken by the other chamber (see “recede”).

concurrence: Agreement; typically, between the chambers.
conference committee: See “committee of conference.”

confirmation: Approval of an appointment; typically, the procedure whereby a committee holds a public hearing on a gubernatorial appointment and makes a recommendation on
the appointment to the Senate. The Senate votes whether to accept or reject the recommendation.

confirmation session: A session of the Senate alone when decisions are made regarding the confirmation of gubernatorial appointments.
conflict of interest: See Conflict of Interest in Part II of this handbook.

Consent Calendar: In the House, a bill that has received a unanimous “ought to pass” or “ought to pass as amended” committee report is placed on the Consent Calendar. If there
is no objection, after two legislative days, the bill is considered passed to be engrossed.

constitutional resolution: A proposal for a change to the Maine Constitution that, if passed, goes to the voters for their approval (see “resolution”).

debate: Formal argument and discussion in a chamber following rules of order.

division: A vote whereby the number of proponents and opponents is counted. It differs from a roll call vote (also known as a vote by “yeas and nays”) in that a division does not
attribute a particular vote to a certain person. A division differs from “unanimous consent” (or under the gavel or under the hammer) in that a count is made and unanimity is not
presumed. In the Senate and House, members use the electronic voting system used for roll calls, but the individual votes are not recorded.

doorkeeper: The employee in each chamber who controls the entrances to the chambers. The doorkeeper of each chamber is appointed by the presiding officer of the chamber.

effective date: The date on which a law goes into effect: 90 days after “adjournment sine die,” unless a different date is specified in the law (see also “emergency bill”).
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emergency bill: This is a measure that, due to some exigency, is passed to take effect immediately upon signing by the Governor or to take effect on some other date specified in the
bill that is earlier than 90 days following final adjournment. Emergency bills require an affirmative vote of two-thirds of the elected members in each chamber to be enacted. In order
to introduce a bill in the second regular session (except bills containing certain budgetary matters, etc.), it must be determined to be of an emergency nature (Maine Constitution,
Article IV, Part Third, Section 1); however such a measure, while it addresses an emergency, is not generally referred to as an emergency bill and does not require a two-thirds vote
for enactment.

emergency clause: A clause, usually inserted at the end of emergency legislation that sets the effective date of the measure. That date may be the date the Governor approves the
measure, the date a veto is overridden or some other date.

emergency preamble: The preamble to emergency legislation that sets out the reasons why the Legislature considers the measure to merit emergency treatment.

enacting clause: Formal language required in order for a bill to be enacted. Under the Maine Constitution (Article IV, Part First, Section 1), the words that must precede the substance
of the bill are: “Be it enacted by the People of the State of Maine.”

enactment: The process whereby a measure becomes an act. Enactment is the legislative action after engrossment and is the last step before a measure is signed by the President and
Speaker and sent to the Governor for approval. Resolves that pass this stage are referred to as finally passed. Bills that pass this stage are referred to as passed to be enacted.

engrossed: Literally, printed. An engrossed bill is a document that physically incorporates the bill and all adopted amendments to the bill. The engrossed bill may be passed to be
enacted and subsequently approved by the Governor.

errors bill: A bill generally introduced each year to remedy nonsubstantive, technical errors in enacted laws. Generally, the term refers to a bill entitled “An Act To Correct Errors
and Inconsistencies in the Laws of Maine,” which is typically reviewed by the Joint Standing Committee on Judiciary. There are special procedures associated with the amendment
of this bill.

ex officio: A person who is a member of a board or committee by virtue of the office the person holds, as opposed to a regularly appointed member. The person may or may not be
a voting member.

failure of enactment: The status of a measure that, on a vote, fails to garner enough votes for passage, such as an emergency measure that receives a vote of less than two-thirds of
the elected membership of a chamber.

first reading: The initial reading of a measure on the floor of a chamber.

fiscal note: Brief description of the effect of a bill or amendment on the finances of State Government prepared the Office of Fiscal & Program Review. In accordance with Joint
Rule 312, any bill affecting state revenues, appropriations or allocations or requiring local units of government to expend additional local funds must have a fiscal note attached to a
favorable committee report or floor amendment.

fiscal year: For State Government, the 12-month period from July 1st through June 30th. Municipal and county governments may operate on different 12-month fiscal years.

floor: Figuratively, the chamber while that chamber is in session, as in “floor amendment” or “floor debate.” Floor actions are distinguished from actions taking place elsewhere
(e.g., in committee).

floor amendment: An amendment offered to a legislative document by a legislator while the document is on the floor of that legislator’s chamber. A floor amendment is either a

senate amendment or a house amendment. A further distinction may be made between an amendment to a committee amendment and an amendment to the original language of the
bill, which are taken up at different times in the enactment process.
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floor leader: The Democratic and Republican leadership positions in either house.
general obligation (G.0.) bond: A bond that is repaid out of the general assets of the State.

germane: Relevant. Unlike congressional practices allowing all manner of riders to bills, Maine’s legislative rules (Senate Rule 504 and House Rule 506) limit amendments to those
that are relevant to the proposition under consideration.

Governor’s bill: A proposal for a law put forth introduced by the Governor. A Governor’s bill has a legislative sponsor or sponsors.

grandfather clause: A provision in a proposal that exempts some party from the proposal’s coverage on the basis of the party’s present status (e.g., a provision that current license
holders are not required to comply with additional licensing requirements imposed by the proposal).

Government Evaluation Act (GEA): Law (3 MRSA c. 35) establishing the system for periodic review of executive branch agencies and independent agencies of State Government
by joint standing committees of the Legislature. Reviews under the GEA are separate from evaluations conducted by the Office of Program Evaluation and Government
Accountability (OPEGA). For a description of OPEGA see Part I1I, Section C of this handbook.

House: Refers either to the Senate or the House of Representatives. In certain contexts, “House” is used to refer specifically to the latter (see “chamber” and “body”).

House of Representatives: One of the two chambers of the Maine Legislature that is vested with the legislative power of the State. The House is composed of 151 representatives
elected for two-year terms.

House or Senate Reporter: The employee in each chamber who transcribes all floor debate for insertion into the “legislative record.”
House Rules: Rules adopted by the House of Representatives that govern procedures in that body, the duties of officers and the rights and duties of members.

indefinite postponement: A motion made on the floor of a chamber to defeat a measure. The motion frequently takes the form, “I move that the bill and all its accompanying papers
be indefinitely postponed.”

initiative: The procedure established in the Maine Constitution (Article IV, Part Third, Section 18) whereby citizens originate a legislative proposal. Unless the Legislature enacts
the measure as proposed, it is submitted to the voters for approval at a vote or “referendum.” The Legislature may propose a competing measure, which is then submitted with the

initiative at the referendum. Bills introduced through the initiative process are assigned an Initiated Bill (I.B.) number and a L.D. number (see “people’s veto”).

insist: A parliamentary procedure whereby a chamber, in response to conflicting action on a bill by the other chamber, votes to stand by its previous action. It is generally accompanied
by a request for a committee of conference. Insist is similar but less adamant than an action to “adhere” and the opposite of an action to “recede.”

introduction: The presentation of a measure for consideration by the Legislature.
joint committee: A committee composed of legislators from both the House and the Senate.
joint convention: A gathering of the members of both bodies in one chamber for a particular purpose (e.g., to receive the Governor).

joint order: An order approved jointly by the House and Senate. Typical joint orders include study orders, an order for adjournment sine die, an order to amend the Joint Rules, an
order to print additional documents or an order to a committee to report out a bill.
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joint rules: Rules adopted by both the House and Senate at the outset of a first regular session. The rules govern the procedures to be followed in all areas of joint legislative activity,
including filing of bills, cloture dates, committee composition and actions, studies and confirmations. The rules appear in the booklet entitled “Senate and House Registers” that is
distributed to all legislators early in the first session and are also distributed separately by the Clerk of the House and Secretary of the Senate. In order to take any action contrary to
the procedures set forth in the Joint Rules, each chamber must agree to a suspension of the rules. The Joint Rules may be amended by a two-thirds vote in each chamber after the
third Friday in January of the First Regular Session. Prior to that, the rules may be amended by a majority vote.

joint select committee: A committee of legislators established pursuant to the joint rules and convened for a specific, finite purpose. A joint select committee consists of three
senators and seven house members, unless otherwise specified by the order creating the committee.

joint standing committee: A legislative committee established pursuant to joint rule to consider legislative measures in specific policy areas. It is comprised of three Senators, 10
members of the House of Representatives and in some cases a tribal representative appointed by the House. The number and jurisdiction of the joint standing committees may vary
in each biennium.

journal: The record of daily proceedings published by the Clerk of the House and the Secretary of the Senate pursuant to the Maine Constitution (Article IV, Part Third, Section 5).
The journals do not contain debate. A transcript of floor debates may be found in the “legislative record.”

law: Measure passed by both chambers and approved by the Governor or otherwise finally approved (e.g., by overriding a Governor’s “veto”).

Laws of the State of Maine: The bound collection of all public laws, private and special laws, constitutional resolutions, resolves, selected joint resolutions and other significant
legislative papers passed in a session. Also includes the Revisor’s report. The Laws of the State of Maine is published by the Office of the Revisor of Statutes.

lease appropriation bond: A bond, similar to a revenue bond that finances the construction or renovation of the physical plant of a facility. The revenue stream to pay off the bond
is subject to appropriations or allocations by the Legislature to operating funds for the lease payments associated with the use of the physical plant or facilities.

legislative aides: Professional partisan staff assistants to the Legislature, responsible to members of their respective parties for constituent work, media relations and other duties.

Legislative Council: The legislative body having authority over operation of the Legislature, including approval of bills for introduction and administrative and personnel matters
other than personnel matters under the separate control of the House or the Senate. See Part I1I, Section A of this handbook for a further discussion of the Legislative Council. The
composition of the Council is as follows.

Senate
President
Democratic Floor Leader
Republican Floor Leader
Assistant Democratic Floor Leader
Assistant Republican Floor Leader

House
Speaker
Democratic Floor Leader
Republican Floor Leader
Assistant Democratic Floor Leader
Assistant Republican Floor Leader
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legislative day: A day on which one or both chambers convene to conduct official business. At times business may be conducted by committees, leadership or other groups when
the Legislature has not convened; those days are not considered legislative days.

Legislative Document (L.D.): A legislative measure in its official printed form that is given a number by the Clerk of the House or the Secretary of the Senate and is referred to as
“L.D. XXX.” Some measures, such as orders, do not become legislative documents in this sense. Types of L.D.s include those that would create public laws (see “laws, public”),
private and special laws (see “laws, private and special”) and resolves (see “laws, resolve”). A “constitutional resolution” is a form of L.D. that does not become effective upon
enactment because it is subject to “referendum.” There are other types of legislative papers that are not legislative documents (see “bill,” “amendment” and “order;” see also Form
of a bill and How to read a bill in Part I, Section B of this handbook).

legislative document clerk: The officer appointed by the Speaker of the House to operate the Document Room on the first floor of the State House, where copies of legislative
documents are provided to legislators, staff and the public.

legislative record: The transcript of legislative actions and debates, one prepared by each the Secretary of the Senate and the Clerk of the House. Copies are available to legislators
and the public.

Legislative Request (L.R.): A request for drafting of a legislative instrument for later introduction as a legislative document, resolve or order. A legislative request or L.R. number
is assigned by the Revisor of Statutes and is used to track instruments through the legislative process, beginning with initial drafting. Until an instrument is assigned an L.D. number,
the L.R. number is used to identify it (see “legislative document”).

line item veto: A limited form of veto established in the Maine Constitution (Article IV, Part Third, Section 2-A) by which the Governor can reduce specific appropriations or
allocations in legislation. Each change by the Governor becomes part of the enacted law unless the Legislature overrides the change by reaffirming each original allocation and

appropriation. The reaffirmation requires a majority vote of all elected members in each house.

lobbyist: A person or group who, as the agent of another person or group, opposes or supports the enactment of bills. The Lobbyist Disclosure Procedures law (3 MRSA §311 et
seq.) provides a fairly detailed definition. Representing another person or a group at a public hearing does not, in itself, constitute lobbying.

majority leader: A member of either chamber selected by the members of the majority party in that chamber to act as their spokesperson and “caucus” leader.

Mason’s Manual of Legislative Procedure: The standard reference manual of legislative rules regarding parliamentary procedures. These rules govern legislative procedures in
situations not addressed by the Constitution, House or Senate Rules, Joint Rules, custom or statute.

memorial: See “resolution.”

minority leader: A member of either chamber selected by members of the minority party in that chamber to act as their spokesperson and “caucus” leader.

nonconcurrence: Situation where the other chamber has voted in a manner inconsistent with the chamber in which the matter now lies.

order: Document requiring some legislative action (e.g., a “joint order”) or expressing some legislative sentiment (e.g., a “resolution”). Common orders include congratulatory
orders that recognize the accomplishment of some person, orders in memoriam expressing the Legislature’s regret at the death of some person, study orders, orders to committees to
report out bills, orders to recall bills from the legislative files or from the Governor’s desk prior to signature and orders to print additional documents.

out of order: Departing from parliamentary procedure or in violation of rules. Unless done under suspension of the rules, an action out of order is prohibited.

override: A shorthand way of referring to the legislative act of overriding a Governor’s “veto.”
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page: A floor assistant appointed by the presiding officer, who acts as a messenger, distributes documents and keeps legislators’ document books up to date. Honorary pages,
sponsored by individual legislators, are appointed from time to time by the presiding officer of each chamber.

pair (vote): A procedure whereby a member who is present, instead of voting, “pairs” that member’s vote with another member who is absent and who, had that other member been
present, would have voted on the opposite side of the question. A paired vote does not count toward the number required for a vote; thus, if a two-thirds vote of elected membership
is necessary, a paired vote will not be counted toward fulfilling the two-thirds. Pairing is currently authorized by Senate Rule 401(6) with the consent of the President of the Senate.
Pairing is not permitted under the House Rules (House Rule 401(2)).

paper: A document before the Legislature (e.g., “Senate Paper” or “House Paper”).

people’s veto: The procedure established in the Maine Constitution (Article IV, Part Third, Section 17) by which the voters may petition for a “referendum” on the question of
whether legislation passed by the Legislature but not yet in effect should take effect (see “initiative”).

pocket veto: A term to describe the failure of a bill to become law as a result of the Governor’s taking no action on the bill. This only occurs under very specific circumstances. (See
Governor’s Options For Bills Enacted By The Legislature in Part I of this handbook.)

point of information: A request from a legislator to the presiding officer for clarification of a procedural matter.

point of order: An objection raised by a legislator that one of the rules is being or has been violated.

President of the Senate (President): The presiding officer of the Senate, elected by the members of the Senate.

President pro tempore: The presiding officer of the Senate appointed by the President of the Senate to preside when the President is absent or leaves the podium for any reason.

private and special laws: Laws that are enacted to address particular persons or institutions and that, due to their limited scope, are not codified in the Maine Revised Statutes
Annotated (MRSA). An example of a private and special law is the creation of a water district charter.

public hearing: The procedure whereby interested members of the public are invited to testify before a committee on a proposal. A public hearing is distinguished from a “work
session” in that while the public is allowed to attend a work session, testimony is generally not solicited or accepted.

public laws: Laws of general scope and application, codified in the Maine Revised Statutes Annotated (MRSA). Most laws are public laws. Some portions of public laws are not,
however, codified in the MRSA. Appropriations sections, transition clauses and some other provisions are unallocated (e.g., they are not assigned places in the MRSA).

quorum: The minimum number of members of a chamber, committee or other group that must be present before that group may conduct official business.

quorum call: A parliamentary procedure in either chamber to determine whether a quorum exists. Under the Constitution (Arti